
[LAW FIRM NAME] 

[Street Address], [City], [State], [Zip Code] 

Phone: [Phone Number] | Fax: [Fax Number] 

Email: [General Email Address] | Website: [Website URL]  

 

[Date] 

 

VIA: [Method of Delivery - e.g., Certified Mail / Email] 

RE: [Case Name or Subject Matter] 

OUR REF: [File/Matter Number]  

[Recipient Name] 

[Recipient Title/Firm Name] 

[Street Address] 

[City], [State], [Zip Code]  

Dear [Recipient Name], 

[Insert first paragraph: State the purpose of the letter and the party your firm represents.] 

[Insert second paragraph: Provide the factual background, legal arguments, or specific requests.] 

[Insert third paragraph: Outline the required actions, deadlines, or next steps.] 

Should you have any questions regarding this matter, please contact our office directly. 

Sincerely, 

[Signature] 

 

[Attorney Name] 

[Title, e.g., Senior Partner] 

[Firm Name]  

CC: [Names of parties receiving copies]  


